Chapter 53

SED Service Authorization
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Accessing the Service Authorization Through an Assessment Form

Introduction

How To

Updated 03/12/2015

There are three ways to open the Service Authorization:

e Assessment form
e Person Forms
e SED Workload

The process of entering the information is the same.

This section explains how to access the Service Authorization through an
Assessment Form Window.

Follow the steps in the table below to access the Service Authorization.

Step Action Result

1. Data enter the Assessment Customer Assessment form is
information as appropriate. displayed.

2. Change form Status to Approve. | Assessment Form saved.
Click on the Save button.

3. In the Navigational Panel, click | Service Authorization will open
on the Service Authorization in a new window.
Link.

SED Assessment

assessment Nor- 30002159

SED Service Authorization|

Main Information 200 || Subscale Scores 201

Main 200 |




Accessing the Service Authorization Through Person Forms Listing

Introduction This section explains how to access the Service Authorization through the

Person Forms page.

How To Follow the steps in the table below to access the Service Authorization.

Step Action Result

1. | Search for Customer in the normal process.

Customer is displayed.

Person Search 16
Search 16
Search Selections
Person # First Name (optional) Last Name (Two character minimum) SSN Medicaid # Date of Birth s h
| PERSON PEARL earc
done: 0:01
Search Results (Sorted by Last, First, Middle) Create New Name Entry
Searched by Name; only customers within your AAMA/CME and unassigned customers are displayed
Original Effective Current  Customer Update View
#
Eff Date Date i Gt fleed) B3 s — b Medicaid # Status  Person Forms
12/01/2014  12/01/2014 200353572 PERSON PEARL 11/11/2004 985-47-8569 Primary 2005842, Secondary 21 00985148723 ACTIVE E;: 7.4
row(s)1-1
2. |In the Search Results table, in the List of all forms

appropriate customer row, single click on the | associated to the

View Forms icon. customer will be

displayed.

Continued on next Page
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Accessing the Service Authorization Through Person Forms Listing,

Continued

How To (continued)

Updated 03/12/2015

Step Action

Result

3. In the Forms List table, in the
appropriate forms row, single
click on the SA Status Link.

Status Abbreviations:
CREATE — New

INC — Incomplete

WIP — Work in Progress
SUBMIT — Submitted for
Approval (on the MCQO's
workload)

DENIED — MCO Denied
APPROVED — MCO Approved

Service Authorization form
opensin a new window.

Customer Forms Listing

Form Type Form Date

Form Status Organization

11062014 AFPROVED

Unimet. Plan of
Neods

2656
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Accessing the Service Authorization Through the SED Workload

Introduction

How To

Updated 03/12/2015

This section explains how to access the Service Authorization through the
SED Workload.

Follow the steps in the table below to access the SED Workload.

Step

Action

Result

1.

Under the Workloads Region, click
on the SED Service Authorization
Workload button.

Workload displays.

Workload is an interactive
report. Instructions follow this
section.

WORKLOADS

( SED Senvice Authorization ‘.“‘."ork\oad)

sxxxnsnssxs B

SED Service Authorization Workload

Fom Status 1) ¢

03022018 200086 02282018

030420

030420
203882 03032018
205569 01202015
20353838 011020M
2003538
200353841
200083542
200383882
20353558 oW

20005343 03012015

e TESD 030398 MM
somis OMGER 020101 4de1zuns
DAMON warr owoszo08 111t

RAMBRES ROV 0501007 &

sumy Kanee owzmacs

oar sunan 10132008 10190112
GREBLE  JOSEPM ORO72004 885772004
sumi 1€ 072205 B2 00103482161

GREGBLE  JOSEPM 0BOTZO0 066772004
ZERUAN  KITTY 0052004 BESZ14S00  0OTZSTTA
cLENTs  TESTA w9 1St

s K 1002010 123424783

sums xe 0212005 sa2tsa 00103432161
PNER e 1042000

TURNER KA 08022000 555555

SNVESTER  SUE 01022003

seRRY RACHEL 03082005 8675300

caREY WARRY 0052000 444148400

HOOPER  SMAWTHA 05022002 451377809 -

PEARS BRTANY 01012001 501100110

SED SERVICE
PROVIOER
SED SERVICE
PROVIOER
SED SERVICE
PROVIDER
s£D seRvce
PROVIOER
SED SERVICE
PROVDER

342015- Elaine. Prease 61 HeIDSK ko € rou have Dot sy Bl eci 15 Dok possicie 1 s $anan. ‘SED SERWCE
(TDas) 342015- ERucive date of 102915 1 100 eady for an ANual Redew, pleass corect TDas) PROVIOER

SED SERVICE
STRT PROVOER

o0 3o tem it sE0scRvce

SED SERVICE
PROVOER

€D SERVICE
PROVOER
$ED seRvICE
PROVOER
sED seRVICE
PROVOER
SED SERVICE
PROVOER
SED SERVICE
PROVOER
SED SERVICE
PROVOER
s6D sERVICE
PROVOER
36D SERVCE
PROVOER
$ED SERVICE
PROVOER
SED sERVICE
PROVOER

sep service
PROVOER

1-29

Under the “Open” Column click
on the pencil icon.

Service Authorization form for the
customer displays.
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Interactive Report Functions

Features Below are the more commonly used reporting tools features offered by
interactive reports.

How to 1. Openthe Web Application at the Interactive Report view.
2. Click on the gear icon. :
. . . s -
3. Report Control List will display. Py

SED Service Authorization Workload

Rows Al ~ | GoJ _2;5'

1 ..
4

« © @® M

Functions  This instruction section will cover only the most commonly used report functions.
Covered Those functions are Filter, Sort, Control Break, Save Report, Reset, and Download.

Updated 03/12/2015 53-5



Interactive Report — Descriptions

Functions Below is the descriptions of the functions available in an interactive report.

Reporting Control List

Action

Select Columns — Used to modify the columns displayed. The
columns on the right are displayed. The columns on the left are
hidden. You can reorder the displayed columns using the arrows on
the far right. Computed columns are prefixed with **.

O @ LH

Filter — Used to filter data for a more detailed view of information.

Sort — Used to change the column(s) to sort on and whether to sort
ascending or descending. You can also specify how to handle nulls
(use the default setting, always display them last or always display
them first). The resulting sorting is displayed to the right of column
headings in the report.

Control Break — Used to create a break group on one or several
columns. This pulls the columns out of the Interactive Report and
displays them as a master record.

Highlight — Highlighting allows you to define a filter. The rows that
meet the filter are highlighted using the characteristics associated
with the filter.

Compute — Computations allow you to add computed columns to
your report. These can be mathematical.

Aggregate — Aggregates are mathematical computations performed
against a column. Aggregates are displayed after each control break
and at the end of the report within the column they are defined.
Only numeric columns will be displayed.

Save Report — Saves the customized report for future use. You
provide a name and an optional description. A tab will be displayed
for each report saved.

Reset — Restores report to the default settings.

Help — On-line Help on report functions.

Download — Allows the current report to be downloaded. The
download formats is CSV which can be opened through Excel.

Updated 03/12/2015
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Interactive Report Functions — Filter

How To

Follow the steps in the table below to filter a Report.

Step

Action

1. Select Filter from the
Control list.

Form Status : APPROVED

pprova
Submit Date

Number

Rows 15 = ‘_‘(;“,I"'

=[] Select Columns

| ‘( Filter
140
¥

Sort

Assessment Date [}

2. Select the Column to
filter
Select the Operator

‘( Filter

Column

Open - -

Displayed

D
Form Status

Operator Expression

M ]

KAMIS Persan Number
Assessment Date
More Info Comment
F  LastName

FirstName
I Birth Date

SSN

&

Assessment Date py

Last Name First Name

express field, options
will appear if
appropriate.

Medicaid Card ID Number  P0353538  01/10/2011 PALMER JANE 11041
Org
SA Approval Submit Date 0353558 01/19/2015 HOOPER SAMANTHA 05102/
Other 0353559 01/20/2015 SMITH JOE 071211
SAVersion Number 0353536 0112112015 ZIMMERWAN  KITTY 03105
R
3. Select the Expression.
e By clicking on the =
drop down arrow at Column Operator Expression
Form Status -[- . =
the end of the L

B =

Form Status : APPROVED

Submit Date
174 200353538
z - 200353558
Z - 200353559

INCOMPLETE - FOLLOW-UP NEEDI
SUBMIT FOR APPROVAL
'WORK IN PROGRESS

Assessment Datef| irt
011072011 0
011912015 0
0172012015 12|

4. Click on the "Go" button.
Report will display.

The filter criteria will
display at the top of the
report.

v

. 1 Yor!
Bros Ly
B ¥ Form Status = 'SUBMIT FOR APPROVAL' *

pprova
Submit Date

2 200353537  02i16i2015 SUBMIT FOR APPROVAL
w 03/04/2015 200353553  02/23/2015 SUBMIT FOR APPROVAL
2 03/04/2015 200353571  03i04i2015 SUBMIT FOR APPROVAL
w - 200353570  03/04/2015 SUBMIT FOR APPROVAL
Z 200353569  03i04/2015 SUBMIT FOR APPROVAL

Number

Assessment Date Yy Form Status

Updated 03/12/2015
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Interactive Report Functions — Sorting

How To Follow the steps in the table below to sort a Report.
Step Action
1. Select Sort from the Control list.
) Rows 15+ [ Go | ,:;;'
Select Columns
Open Sybmit Date Number a =l
Zz - 200353538 01102011 ( Fier
7z - 200353566 01/3012013
2. Select the Column(s) to be sorted.
Select the Direction (Ascending or :
. b Rows 15 ~ | Go ’Cdj
Descending) i v
Select how the Blank Fields i$ som
. Column Direction Null Sorting
(nu”S)ShOUId be dlsplayed' 1 Form Status - Descending ~ Default -
2 AssessmentDate ~ Ascending = Default
3 -SelectColumn- ~ Ascending ~ Default -
4 -SelectColumn- ~ Ascending = Default -
5 -SelectColumn- ~ Ascending = Default -
6 -SelectColumn - v Ascending ¥ Default -
Cancel Apply
3. Click on Apply. Report will display.

Updated 03/12/2015
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Interactive Report Functions — Control Break on Information

How To Follow the steps in the table below to create breaks on the data information.

Step Action

1. Select Control Break from the

Control list.

) Rows 15~ [ Go | SCB
2. B,
Select Columns

el sypmitpate  Numper  AcsessmentDatel

7 200353538 01H0/2011 { Fllier

1 -
_ # sot
Zz - 200353566 0112012013 &

= Control Break
_, ;

2. Select the Column(s) the data will

break on. ,
) Rows 15 = -Go 2
. . _;JJ
Select if the Break Status is enable r~ v
or disenabled. ~ Control Break
Column Status
1 Form Status - Enabled =
2 -SelectColumn- ~ Enabled -
3 -SelectColumn- - Enabled =
4 -SelectColumn- ~ Enabled ~
5 -SelectColumn - ~ Enabled -
6 -SelectColumn- ~ Enabled =

3. Click on Apply. Report will display. 5 7= Fom Staus [ 7

L Form Status : SUBMIT FOR APPROVAL ]
The column selected in Step 2 will
beco m e h ea d e rs . / 03/04/2015 200353553 027231204
/ 03/04/2015 200353571 03/04/204
/ 200353570  03/04/2!
/ 200353569  03/04/204

Zz - 200353537  02/16/2

(AMIS Persos

L Form Status : INCOMPLETE - FOLLOW-UP NE|

/ 03/04/2015 200353563  09/14/204

7z - 200353535  03/01/20)

Updated 03/12/2015 53-9



Interactive Report Functions — Saving

How To Follow the steps in the table below to save a specialized Report.

Step Action

1. Select Save Report from the
Control list. T O resntoce

= r
J| IC i Save Report [

| (@ Reset b
1 4

1 (@ rep

3 Ejg Download
e

2. Enter the Name of the Report to be

saved. This will become the Report .
. Rows 15 = Go ’Cdj'
Tab's name. %
HSEVE Report
Name My Reporf
Description
Cancel Apply
= - Form Status [ g
3. Click on Apply. Report will display : T )
on a separate tab. 2
Working Report
= 1 o 4
4, If the report is no longer needed, it
may be deleted. ,
. Rows 15 = Go ‘CJ",
1. Click on the delete icon (icon Working Report
W|th red X) . Saved Report = "My Report” ®
. X X ~Z Form Status v S
2. Dialog box will display

confirming deletion of the
report.
3. Click on Apply.

Updated 03/12/2015 53-10



Interactive Report Functions — Reset Report

How To Follow the steps in the table below to reset the Report back to default.

Step Action

1. Select Reset from the Control list. © Fesmback

i

ma
r Save Report
il =

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

Rows[15 ¥ [Go) <GB

/v

( \19 Reset

Restore report to the default settings.

Updated 03/12/2015 53-11



New Service Authorization Description

Introduction The Service Authorization form has three regions:
e Service Authorization Status Information
e Create Service Detail or Update Service Detail

e Service Listing

New Service When accessing a new Service Authorization only the Service Authorization
Authorization Status Information region is available until the Service Authorization is
Page created. Once create, the Create Service Detail region will display.

Customer Heading. (Indicates the Customer and the Organizations associated with the

customer.)

SED Related Dates and
Customer Obligation Information

ks 0 200353572 name PEARL, PERSON  customer status. ACTIVE  pue Person info SED Related Dates
enmary PS4 SED SERVICE PROVIDER  Secondary 754 AMERIGROUP - MCO Family Choice Clinical Eligibility SED Compliance
nuco AMERIGROUP - MCO Date Cate Date
121072018 152014
11

Create N eW _bst.} Service Authorization (SA)

. Assessment i 20655001
Se rV I ce Service Authorization Status Information
Authorization D)
Action Button .

Obligation Information

* 5A Version Effective Date: SA Version Tarm Date

* SED Review Date: SED R Due Date

SED Review RESSONS: ) sl REASSESSMENT ©) CHANGE I CUSTOMERS NEEDS © MITIAL ASSESSMEN
CRISIS OCCURRENCE S0-DAY REVEW

Added By on
Changed By on

File Upload
Expandable Region

Continued on next Page

Updated 03/12/2015 53-12



Creating a New Service Authorization

Introduction

How to

Updated 03/12/2015

The following sections will address creating a new Service Authorization in

KAMIS.

Follow the steps in the table below to create a new Service Authorization.

Step Action Result
1. | Open the Service Authorization. | SED Service Authorization Page
will be displayed.
kamis i0: 200353572 name: PEARL, PERSON  customer Status: ACTIVE  More Person Info_
Primary PSA SED SERVICE PROVIDER  Secondary PSA AMERIGROUP - MCO
Mco AMERIGROUP - MCO
SED Service Authorization (SA)
Assessment Nor. 20655001
Service Authorization Status Information
Create New Senice Authorization
* SA Version Number: I * SA Status: WORKIN PROGRESS
Submitted for Approval Date:
* SA Version Effective Date: SA Version Term Date
* SED Review Date: SED Review Due Date:
SED Review Reasons: ANNUAL REASSESSMENT © CHANGE IN CUSTOMER'S NEEDS ) INITIAL ASSESSMENT
CRISIS OCCURRENCE 90-DAY REVIEW
Added By:  on
Changed By: on
2. | The following fields are required
in order to create the Service
Authorization:
e SA Effective Date
e SED Review Date
e SED Review Reasons
3. |Enter data into the required Note: SA Version Effective Date
fields. reflects the date that the
services will be placed into
effect.
4. | Click on the Create New Service | The following will occur:
Authorization button.

53-13
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Creating a New Service Authorization, Continued

How to (continued)

Step

Action

Result

SA Version will be created.
SA Status will be “Work in
Progress”

SED Review Due Date will be
calculated (90 days from the
effective date)

SA Version Number will
display with the dates
representing the Review
period.

Create Service Detail region
will display.

Service Listing region will

display

mco AMERIGROUP - MCO

SED Service Authorization (SA)
Assessmen t hibe: 20655001

Service Authorization Status Information
Submitted for Approval Date

* SA Version Effective Date: 01/01/2015 SA Version Term Date

0: 12/0572014 SED Review Due Dats

CRISIS OCCURRENCE 90-DAY REVIEW

Added By.  DEBYZMMERMAN on 0303/2015 170240
Changed By on

Create Service Detail
(Gancsl)

Create New Service Line |
Senice Line Nor

* Service: ~Select™
* Total Units:

* Unit Frequency

* Start Date: 01012015
* End Date: 03312015
* Crisis Service: fo © Yes
* Post Crisis Service: © No © Yes
Discharge Code ~Select™

Senice Comment

| Create New Service Line |

Service Listing

No senice listing information found, 3dd the senvice ine above.

* SA Version Number: 1-12/05/2014 10 03/31/2015 = ® SA Status: WORKIN PROGRESS

ANNUAL REASSESSMENT ) CHANGE IN CUSTOMER'S NEEDS &

Kkams 10: 200353572 name: PEARL, PERSON  customer Status: ACTIVE  More Parson info
Prmary PSA SED SERVICE PROVIDER  Secondary PsSA AMERIGROUP - MCO

INTIAL ASSESSMENT

Updated 03/12/2015
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Entering Service Line Items

Introduction Once the Service Authorization is created, the Create Service Detail region
will display. This region is where the new service information will be
entered.

Create Service Detail

Cancel

[ Create New Service Line

Semvice Line Nbr:

* Service: ™~ Select™ -
* Total Units:

* Unit Frequency -

* Start Date: 01/01/2015

* End Date: 03/31/2015

* Crisis Service: Mo Yes

* Post Crisis Service: No Yes

Discharge Code: ™~ Select™ -

Senvice Comment:

Create New Service Line

Continued on next Page
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Entering Service Line Items, Continued

Note

How To

Updated 03/12/2015

The Service Provider process needs to be completed in order for the
services, funding and unit pricing to display. See KAMIS Chapter 24 -
Provider Service for detailed instructions.

Follow the steps in the table below to enter data into Create Service Detail

region.
Step Action Result

1. |Service — Select the appropriate | The complete service title and
service from the drop down unit standards are displayed.
dialog box.

Funding field will display after
the service is selected.

2. | Funding — Select the Only the sources associated with
appropriate funding from the the service will be displayed.
drop down dialog box.

Provider field will display after
the service is selected.

3. | Provider —Select the

appropriate Provider from the
drop down dialog box.

Only the providers that have
been associated with the
service/funding combination
within the Service Provided
process will be displayed.

Create Service Detail

Create New Service Line

Senvice Line Nbr:
* Service:

* Funding:

* Provider: SED SERVICE PROVIDER =
* Total Units:

15MINUTES ~

01/01/2015

03312015

* Unit Frequency
* Start Date:

* End Date:

* Unit Cost: 20 -

* Crisis Service: No Yes
* Post Crisis Service: Na Yes

Discharge Code: ~Select™

Senvice Comment:

Create New Service Line

WRAP - WRAPAROUND FACILITATION - 15 MINUTES -
HCBS/SED - HOME COMMUNITY BASED SERVICES - SED ~

53-16
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Entering Service Line Items, Continued

How To (continued)

Updated 03/12/2015

Step Action Result
4. | Total Units — Enter the number | Required
of total units to be provided.
5. | Unit Frequency — Frequency of | Defaults
the Service defaults as
appropriate to the service.
6. |Start Date — Defaults to the Required
Review Start Date. However,
this can be changed as needed.
7. | End Date — Defaults to the Required
Review End Date. However, this
can be changed as needed.
8. | Unit Cost — Populates with the | Defaults
cost entered in the Service
Provider process.
9. | Crisis Service — Select either Required
“Yes” or “No”. **
10. | Post Crisis Service — Select Required
either “Yes” or “No”. **
** NOTE: One line can be entered for the Crisis Service and Post
Crisis Service with the units combined. However, a comment must
be entered as to how many units will be used for each category.
(Example: 20 units for Crisis and 10 units for Post Crisis)
11. | Discharge Code — Enter if Required if the Service is ending.

appropriate.

53-17
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Entering Service Line Items, Continued

How To (continued)

Step Action Result
12. | Service Comment — Enter any
special notes that pertain to the
service line that may be useful
to the approver or other users.
Create Service Detail
Cancel
l Create New Service Line
Sermvice Line Nbr:
* Service: WRAP - WRAPAROUND FACILITATION - 15 MINUTES -
* Funding: HCBS/SED - HOME COMMUNITY BASED SERVICES - SED -
* Provider: SED SERVICE PROVIDER ~
* Total Units: 50
* Unit Frequency 1EMINUTES ~
* Start Date: 01/01/2015
* End Date: 03/31/2015
* Unit Cost: 20 ~
* Crisis Service: @ No Yes
* Post Crisis Service: @ No Yes
Discharge Code: TRANSFER TO ANOTHER CMHC A
Senvice Comment: Epter any appropriate service comments here.
Create New Service Line
13. | Click on the Create New Service | The entry will be saved and
Line button. added to the Service Listing
region.

Service Listing

Grisis  Post Grisis

report
total:

ISP Funding  service Provider St End Unit  Total UnitCost Service  Discharge service
P service Service  Service g Service Provider  h.o Date  Frequency Units Amount TotalAmount  Reason Comment
Enter any
TRANSFERTO
- WRAPAROUND SED SERVICE appropriate
2 o TRoaD N N HeBS/SED S0 SERY! 0110122015 03/31/2015 15 MINUTES 50 20

1,000 ANOTHER
CMH

1,000

serv
Appro

Updated 03/12/2015 53-18




Modifying a Service Authorization — Work In Progress Status

Introduction

How To

Updated 03/12/2015

Service information can be changed without creating a new version of the
Service Authorization as long as the status is “Work In Progress”.

Follow the steps in the table below to modify a service line item.

Step Action Result
1. | Open existing Service Page will display.
Authorization.
2. | Inthe Service Table locate the
service line that will be
modified.
3. | Select the line for modification | Line will display in the Update

by clicking on the pencil icon
under the Update column.

Service Detail region.

Update
WRAP,
4 FACILIT]
WRAP,
4 FACILIT]

Update Service Detail

Senice Line Nbr: 1

Senvice: WRAP - WRAPAROUND FACILITATION - 15 MINUTES
Funding: HOME COMMUNITY BASED SERVICES - SED
Senice Provider: SED SERVICE PROVIDER

Start Date: 01/01/2015

End Date: 03/31/2015

Unit Frequency 15 MINUTES

Total Units: 50

Unit Cost Amount: 20
Senice Total Amount: 1000

Crisis Senvice: MNo Yes
Post Crisis Senice: Mo Yes

Discharge Code: TRANSFER TO ANOTHER CMHC

Senice Comment:

[

44 of 2000

Update Service Line

Enter any appropriate service comments here.

53-19
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Modifying a Service Authorization — Work In Progress Status, Continued

How To (continued)

Step Action Result

4. | Only certain fields are editable ‘ Fields editable:

e Start Date

e End Date

e Total Units

e Crisis Service Indicator

e Post Crisis Service Indication
e Discharge Code

e Service Comment

5. | Modify the information as
appropriate.

6. |Click on Update Service Line The modified information will be
button when the changes are saved and the line item in the
complete. table will be updated.

7. | Change SA Status to Submit for
Approval.

8. | Press the Save button. Will save the status change of the

Service Authorization.

Updated 03/12/2015
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Deleting a Service Authorization — Work In Progress Status

Introduction

How To

Updated 03/12/2015

Service information can be deleted without creating a new version of the
Service Authorization as long as the status is “Work In Progress”.

Follow the steps in the table below to delete a service line item.

Step Action Result
9. | Open existing Service Page will display.
Authorization.
10. | In the Service Table locate the
service line that will be deleted.
11. | Select the line for deletion by

clicking on the pencil icon
under the Update column.

Line will display in the Update
Service Detail region.

Update
WRAP,
4 FACILIT]
WRAP,
4 FACILIT]

Update Service Detail

Senice Line Nbr: 1

Senvice: WRAP - WRAPAROUND FACILITATION - 15 MINUTES
Funding: HOME COMMUNITY BASED SERVICES - SED
Senice Provider: SED SERVICE PROVIDER

Start Date: 01/01/2015

End Date: 03/31/2015

Unit Frequency 15 MINUTES

Total Units: 50

Unit Cost Amount: 20
Senice Total Amount: 1000

Crisis Senvice: MNo Yes
Post Crisis Senice: Mo Yes

Discharge Code: TRANSFER TO ANOTHER CMHC

Senice Comment:

[

44 of 2000

Update Service Line

Enter any appropriate service comments here.
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Deleting a Service Authorization — Work In Progress Status, continued

How To (continued)

Step Action Result
12. | Click on Delete button. A delete confirmation notice will
display.
Would you like to perform this delete action?
13. | Click on OK to proceed with the | The line item in the table will be
line deletion. removed.
14. | Change SA Status to Submit for
Approval.
15. | Press the Save button. Will save the status change of the

Service Authorization.

Updated 03/12/2015
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Submitting a Service Authorization for MCO Approval

Introduction

How To

Updated 03/12/2015

In KAMIS the Service Authorization must be in a KAMIS “Submit for

III

Approva
Workload.

Status for the Service Authorization to appear on the MCO

Follow the steps in the table below to change the status of the Service

Authorization.

Step Action

Result

1. | Change SA Status to Submit for
Approval.

2. | Press the Save button.

The Service Authorization will

save. The following will occur:

e Allfields will be disabled and
turn gray in color.

e The Submitted for Approval
Date will be calculated.

e The Service Listing line items
will no longer be editable.

e A successful save message
displayed in the heading
area.

PEARL, PERSON
Fumary P4 SED SERVICE PROVIDER scondan
o0 AMERIGROUP - MCO

ACTIVE
P52 AMERIGROUP - MCO

WOEPENDENT UVWG 1
SLL BULDIG

Service  Approval/ Approved! Aumonzition | Uniis Approv =l
Approved DeniecDate DeniedBy  Number  Authorized Comment

ow(s) 13003 -
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Creating a New Version of a Service Authorization

Introduction

How To

Updated 03/12/2015

Once services are entered into the Service Authorization and saved as
Submit for Approval, Approved or Denied, modifications can only be made
by creating a new version of the existing Service Authorization.

Follow the steps in the table below to create a new version of the Service
Authorization in order to modify a service line item.

Step Action Result
1. | Open existing Service Page will display.
Authorization.
2. | Click on the Create New SA New version will be created
Version button. with all Service Authorization
Status Information cleared and
no services listed.
Service Authorization Status Information
Create New SA Version |
* SA Version Number:  1-12/05/201410 03/31/2015 ~ # SA Status; SUBMIT FOR APPROVAL
Submitted for Approval Date: 03/11/2015
Service Authorization Status Information
(Save
* SA Version Number: ~ 2-to ~ % g Spaus: WORKIN PROGRESS -
Submitted for Approval Date-
* SA Version Effective Date: SA Version Term Date:
* SED Review Date: SED Review Due Date:
SED ReviewReasons: o) snwijal REASSESSMENT © CHANGE IN CUSTOMER'S NEEDS O INITIAL ASSESSMENT
CRISIS OCCURRENCE 90-DAY REVIEW
Added By:  DEBYZIMMERMAN on 03/11/2015 11:18:00
Changed By: on
Service Listing
No senvice listing information found, add the senice line above.
3. | Enterinthe appropriate
required information.
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Creating a New Version of a Service Authorization, Continued

How To (continued)

Updated 03/12/2015

Step

Action

Result

Click on the Save button.

SA is created and the following

Occurs:

e Copy Existing Service Lines To This Version button is displayed.

e Create Service Detail region is displayed.

e No services have been copied from the previous version.
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Copying Services to a New Version of a Service Authorization

Introduction Once the new version of the Service Authorization is created, there are two
options of how services can be entered.
e Enter services within in the Create Service Detail region.
e Copy the existing service(s) from the previous version of the Service
Authorization.

Entering Once a new service line item is created manually, the option to copy the

Services Option  existing service(s) from the previous version is removed. Therefore, if
appropriate, copy the existing service(s), modify or delete services that are
no longer applicable, and then add additional services.

Copy Services When copying services to the new version certain fields are modified or
Options cleared depending upon the Effective Date and Review Date for each
version.

If the Effective Date and Review Date are the same as the previous version
the following occurs:

e Service Line Item Start Date remains
e Service Line Item End Date remains
e All MCO Approval information is not cleared

If the Effective Date and Review Date are the not the same as the previous
version the following occurs:

e Service Line Item Start Date = new SED Review Date
e Service Line Item End Date = new SED Review Due Date
e All MCO Approval information is cleared.

Continued on next Page
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Copying Services to a New Version of a Service Authorization, continued

How To

Follow the steps in the table below to create a new version of the Service
Authorization in order to modify a service line item.

Action Result

Step
1. | Click on the Copy Existing Service line items are copied
Service Lines To This Version over according to the above
button. Copy Services Options.
Service Authorization Status Information
Copy Service Lines To This Version
Same Effective and Review Dates
Different Effective and Review Dates

Add, Delete or Modify the
Service Line Items as
appropriate.

Updated 03/12/2015
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Modifying a Service Authorization — Other Statuses

Introduction

Service information can only be changed by creating a new version of the

Service Authorization once the Service Authorization is no longer in the
“Work In Progress” status.

How To

Follow the steps in the table below to modify a service line item.

Step

Action

Result

1.

Open existing Service
Authorization.

Page will display.

Create a new Service
Authorization Version.

Version is created.

Copy Service Line Items to the
current version if appropriate.

Service Line Items are copied.

In the Service Table locate the
service line that will be
modified.

Select the line for modification
by clicking on the pencil icon
under the Update column.

Line will display in the Update
Service Detail region.

Update
WRAF,
# FACILIT]
WRAP,
4 FACILIT]

Cancel

Senice Line Nbr
Senice:

Funding:

Senice Provder
Start Date:

End Date:

Unit Frequency
Total Units:

Unit Cost Amount:

Crisis Senvice:

Post Crisis Service:

Discharge Code
Senice Comment

Update Service Detail

Update Service Line

1

WRAP - WRAPAROUND FACILITATION - 16 MINUTES
HOME COMMUNITY BASED SERVICES - SED

SED SERVICE PROVIDER

08/01/2015

10/29/2015

15 MINUTES

50

20

Senice Total Amount- 1000

~ Select™

=
0 0f 2000

Update Service Line

Updated 03/12/2015
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Modifying a Service Authorization — Other Statuses, Continued

How To (continued)

Updated 03/12/2015

Step Action ‘ Result

6. | Only certain fields are editable ‘ Fields editable:

e Start Date

e End Date

e Total Units

e Crisis Service Indicator

e Post Crisis Service Indication
e Discharge Code

e Service Comment

7. | Modify the information as
appropriate.

8. | Click on Update Service Line The modified information will be
button when the changes are saved and the line item in the
complete. table will be updated.

See Note below.

e If the service line item has the MCO Approval Information
displayed, once the line is updated, the approval information will
be cleared. This is an indication to the MCO that the service
information has been changed.

9. | Change SA Status to Submit for
Approval.

10. | Press the Save button. Will save the status change of the

Service Authorization.
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Deleting a Service Authorization — Other Statuses

Introduction

How To

Updated 03/12/2015

Service information can be deleted without creating a new version of the
Service Authorization as long as the status is “Work In Progress”.

Follow the steps in the table below to delete a service line item.

Step Action Result
1. | Open existing Service Page will display.
Authorization.
2. | Inthe Service Table locate the
service line that will be deleted.
3. | Select the line for deletion by Line will display in the Update

clicking on the pencil icon
under the Update column.

Service Detail region.

Update
WRAP,
4 FACILIT]
WRAP,
4 FACILIT]

Update Service Detail

Senice Line Nbr: 1

Senvice: WRAP - WRAPAROUND FACILITATION - 15 MINUTES
Funding: HOME COMMUNITY BASED SERVICES - SED
Senice Provider: SED SERVICE PROVIDER

Start Date: 01/01/2015

End Date: 03/31/2015

Unit Frequency 15 MINUTES

Total Units: 50

Unit Cost Amount: 20
Senice Total Amount: 1000

Crisis Senvice: MNo Yes
Post Crisis Senice: Mo Yes

Discharge Code: TRANSFER TO ANOTHER CMHC

Senice Comment:

[

44 of 2000

Update Service Line

Enter any appropriate service comments here.
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Deleting a Service Authorization — Other Statuses, Continued

How To (continued)

Updated 03/12/2015

Step ‘ Action Result
e [f the service line item has the MCO Approval Information
displayed, the Delete button will not be displayed. This is due to
the Effective and Review Date are the same as the previous
version. The line will need to be modified (difference end date
and/or a discharge code entered) and submitted to the MCO for
action.
4. | Click on Delete button. A delete confirmation notice will
display.
‘Would you like to perform this delete action?
5. | Click on OK to proceed with the | The line item in the table will be
line deletion. removed.
6. | Change SA Status to Submit for
Approval.
7. | Press the Save button. Will save the status change of the

Service Authorization.
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MCO Process - Returning a Service Authorization Incomplete - More
Information Needed

Introduction

How To

Updated 03/12/2015

Once services are entered into the Service Authorization and saved with a SA
Status of Submit for Approval in KAMIS, the Service Authorization is placed
on the MCO Workload.

At times, more information may be required by the MCO prior to them
taking action. The MCO will change the SA Status to Incomplete — Follow-Up
Needed and enter a comment as to what information is needed.

Once saved, the Service Authorization will remain on the MCO Workload and
will display on the CMHC Workload under the Incomplete — Follow-Up
Needed section.

Follow the steps in the table below to change the status to Incomplete —
Follow-Up Needed for CMHC action.

Step Action Result

1. | Open existing Service Page will display.
Authorization.

Service Authorization Status Information
( Save

* SA Version Number: 10~ 08/01/2015t0 10/29/2015 ~ % §A Status: INCOMPLETE - FOLLOW-UP NEEDED ~
Submitted for Approval Date: 03/12/2015

* More Information Status Comment:

00f 2000
#* SA \ersion Fffective Date: 08/01/2015 SA Version Term Date:

* SED Review Date: 08/01/2015 SED Review Due Date: 10/29/2015
SED Review Reasons: o sunyal REASSESSMENT © CHANGE IN CUSTOMER'S NEEDS © INITIAL ASSESSMENT
CRISIS OCCURRENCE © 90-DAY REVIEW

1. | Change SA Status to Incomplete
- Follow-Up Needed

2. | Click on Save button. The More Information Status
Comment field will display.

3. |Type in a comment regarding
what information is required.

4, Press the Save button.
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CMHC Process - Service Authorization Incomplete - More Information
Needed

Introduction Once services are entered into the Service Authorization and saved with a SA
Status of Submit for Approval in KAMIS, the Service Authorization is placed
on the MCO Workload.

At times, more information may be required by the MCO prior to them
taking action. The MCO will change the SA Status to Incomplete — Follow-Up
Needed and enter a comment as to what information is needed.

Once saved, the Service Authorization will remain on the MCO Workload and
will display on the CMHC Workload under the Incomplete — Follow-Up
Needed section.

How To Follow the steps in the table below to act upon the information needed
request from the MCO.

Step Action Result

1. | Open existing Service Page will display.
Authorization.

Service Authorization Status Information

* SA Version Number: ~ 10-08/01/201510 10/23/2015 ~ * 5A Status: INCOMPLETE - FOLLOW-UP NEEDED ~
Submitted for Approval Date: 03/10/2015

* More Information Status Comment: Y/& need more information, please up load the POC document required

* SA Version Effective Date: 08/01/2015 SA Version Term Date:

* SED Review Date: 08/01/2015 SED Review Dus Date: 10/29/2015

SED Review Reasons: o, ayyja REASSESSMENT © CHANGE IN CUSTOMER'S NEEDS O INTIAL ASSESSMENT
CRISIS OCCURRENCE ® 90-DAY REVIEW

Added By: DEBYZIMMERMAN on 03/12/2015 10:49:36
Changed By: KMSDBA on 03/12/2015 13:28:09

2. | Anew SA Version will not need | Take action to complete the

to be created. additional information
requested.
3. | Change SA Status to Submit for
Approval.
4. |Press the Save button. Will save the status change of

the Service Authorization.

Updated 03/12/2015 53-33



MCO Process — Approving / Denying a Service Authorization

Introduction Once services are entered into the Service Authorization and saved with a SA
Status of Submit for Approval in KAMIS, the Service Authorization is placed
on the MCO Workload.

How To Follow the steps in the table below to approve or deny the individual service
line items on the Service Authorization.

Step Action Result
1. | Open existing Service Page will display.
Authorization.

Continued on next Page
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MCO Process — Approving / Denying a Service Authorization, continued

How To (continued)

Step Action Result
2. | Select the line for Line will display in the Update
approval/denial by clicking on Service Detail region.
the pencil icon under the
Update column.
Update
WRAP;
4 FACILIT
WRAP;
“ FACILIT
Update Service Detail
Past Crisis Semvice: No Yes
Discharge Code: 8]
Approved: No © Yes
Authorization Number:
%VQDDU
Approved / Denied By DEBYZIMMERMAN
Approval / Denied:Date: 03/12/2015
3. | Only certain fields are editable ‘ Fields editable:
e Approved
e Authorization Number
e Units Authorized
e Approval / Denied Comment
4. | The following fields information

is defaulted as:
e The Approved / Denied
By = User Name
e The Approved / Denied
Date = Current Date

Updated 03/12/2015
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MCO Process — Approving / Denying a Service Authorization, continued

How To (continued)

Step Action Result
5. |Enter the information as
appropriate.
6. |Click on Update Service Line The modified information will be

button when the changes are
complete.

saved and the line item in the
table will be updated.

7. | Change SA Status to Approved | Only use the Denied status if all
or Denied service line items have been
denied.
8. | Press the Save button. Will save the status change of

the Service Authorization.

All fields will be disabled for all
users.

Updated 03/12/2015
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SA Approval/Denial Reviewed Process

Introduction Once services are entered into the Service Authorization and saved as
Approved or Denied in KAMIS, the CMHC will need to indicate that the
Service Authorization has been reviewed. This will remove the Service
Authorization from all workloads.

How To Follow the steps in the table below to mark the Service Authorization as
reviewed by the CMHC.

Step Action Result
1. | Open existing Service Page will display.
Authorization.

Unit  Total UniCost Service  Discharge Service  Service
Unes amoumt ason ©

n Commant Approves

m— ]
Hepsrsen S50

Continued on next Page
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SA Approval/Denial Reviewed Process, Continued

How To (continued)

Step

Action Result

Click on SA Approval / Denial

The following fields will be
Reviewed button.

updated automatically:

Service Authorization Status Information

* SA Version Number: 10-08/01/201510 10/29/2015 = * SA Status: APPROVED
Submitted for Approval Date: 03/12/2015
* More Information Status Comment: Ve need more information, please upload the POC document as required.

* SA Version Effective Date: 08/01/2015 SA Version Term Date:

* SED Review Date: 08/01/2015 SED Review Due Date: 10/29/2015

SED Review Reasons: o) ayal REASSESSMENT

CRISIS OCCURRENCE

CHANGE [N CUSTOMER'S NEEDS

INITIAL ASSESSMENT
@ g0-DAY REVIEW

Added By:  DEBYZIMMERMAN on 03/12/2015 10:49:36
Changed By: KMSDBA on 03/12/2015 14:34:35

SA Approval / Denial Reviewed | SA Reviewed:

SA Reviewed By: SA Reviewed Date:

e SA Reviewed = Checked
e SA Reviewed By = Users Name

e SA Reviewed Date = Current Date

Service Authorization Status Information

Create New SA Version

* SA Version Number:  10-08/01/201510 10/29/2015 ~ * SA Status: APPROVED

Submitted for Approval Date: 03/12/2015
* More Information Status Comment; V& need mare information, please upload the POC document as required.

* SA Version Effective Date: 08/01/2015 SA Version Term Date:

* SED Review Date: 08/01/2015 SED Review Due Date: 10/29/2015

SED Review Reasons: o) sy al REASSESSMENT

CHANGE IN CUSTOMER'S NEEDS
CRISIS OCCURRENCE

INITIAL ASSESSMENT
@ 90-DAY REVIEW

Added By: DEBYZIMMERMAN on 03/12/2015 10:49:36
Changed By: DEBYZIMMERMAN on 03/12/2015 14:48:58

SA Reviewed: SA Reviewed By: DEBYZIMMERMAN SA Reviewed Date: 03/12/2015

Updated 03/12/2015
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Document File Upload

Introduction

How To

Updated 03/12/2015

The Attach/Upload File utility provides a way to upload supporting
documentation to a form associated with the application. Uploading a file
using this utility saves a copy of the source file in the application's database.

With the Service Authorization, the documents are associated with the
version. This allows different or applicable documents to be uploaded that
supports the services listed on that version.

Follow the steps in the table below to access the Attach/Upload File utility.

Step

Action

Result

1.

Click on the Expand Arrow on
the Document File Upload
Region

Region will expand and Attach /
Upload File fields will display.

Document File Upload

To Attach / Upload File:

Steps to Upload a File:

Browse to the file location by clicking on the "Browse__." button
Uploaded source file name can not contain any special
characters. (except dash, underscore, slash, or period)

Type a unigue name in the "Document” field for easy identification.

Click the "Upload or Delete File" button.
Do not upload ".docx” or ".xlsx” files.
(Save "docx"/“xlxs" files as PDFs then upload the PDF file )

Source file

Browse_ M file selected.

File size limited to 100mb!

(6
To Delete a File:
Only the person who uploaded the
file can delete the file.
Click on the checkbox next to the
file to be deleted.
Click on the "Upload or Delete File”
button.

Document (short descriptive name): 9 Upload or Delete File e
[e]if, O
No data found.
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Document File Upload, continued

Sample Form  Attach/Upload File page prior to any uploads:

Document File Upload

To Attach / Upload File:
0 Steps to Upload a File:

Click the "Upload or Delete File" button.
Do not upload " docx” or " xlsx” files.
{Save "dood"xlxs" files as PDFs then upload the POF file)

Source file

Browse Mo file selected.

File size limited to 100mb!

Document (short descriptive name}:

No data found.

Browse to the file location by clicking on the "Browse_.." button
Uploaded source file name can not contain any special
characters. (except dash, underscore, slash, or period)

Type a unique name in the "Document” field for easy identification.

To Delete a File: @

Only the person who uploaded the
file can delete the file.

Click on the checkbox next to the
file to be deleted.

Click on the "Upload or Delete File"
button.

Upload or Delete File |G

Region

Purpose

O Steps to Upload a File:

Instructions for the upload process

® Source file / Browse...

The source file path and file name
appear here after browsing
to/selecting the file

© Document (short descriptive name)

A description that provides a simpler
name for the file (required)

® Upload or Delete File button

Completes the Upload process and
makes the uploaded file display in a
table list

OR
If an uploaded file is checked in the
table list, Deletes the file from the
application database it was stored in

© Go button/yellow cog wheel

Not used

@ To Delete a File:

Instructions for Deleting an
uploaded file

Updated 03/12/2015
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Document File Upload, continued

Requirements

Updated 03/12/2015

Source File Name: There are specific rules that must be followed in the
naming of the source file that will be uploaded. If necessary, rename the
source file before you attempt to upload it.
The source file name can only contain the following characters:
e Alpha-numeric characters (A-Z and 0-9)
e The following special characters: dash ( - ), underscore ( _), slash (/
), and period ( .)

Source File Size: The source file (the file you are uploading) has a maximum
file size of 100MB. To conserve KDADS file server space, we request that the
source files be saved in a way to reduce the file size as much as possible. For
example, if you are scanning a hard copy of a file, make sure your scanner is
not using too high of a resolution (200-300 dpi should be sufficient.) Be
aware of the size of picture files that are uploaded and resize/compress them
if possible. If uploading a PDF file and you have Acrobat Pro, there are
optimizing features that can reduce the size of the file.

Source File Type: Most file types are compatible with the Attach/Upload File
utility. However, be aware that files that are application-specific may not be
accessible if the user opening the file does not have that application installed
on their computer. For this reason we recommend the following file types, as
they are accessible via multiple image-viewing applications or PDF readers
that are common to many business applications:
e PDF (current Microsoft Office applications have a built-in 'save as
PDF' option now)
e JPG/JPEG (most scanners will scan images to this format)
e  BMP (most scanners will scan images to this format. Preferred after
JPG/JPEG, as BMP files tend to be larger in size than JPG/JPEG)
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Attaching/Uploading Files to a Web Applications Form

How to Follow the steps in the table below to upload a file using the Attach/Upload
File utility.

Prerequisite: You are logged in to Web Applications and have accessed the
Attach/Upload File utility in a form/web app page.

Step Action Result

1. | Click on the Browse... button. The 'Choose File to Upload' dialog
box displays.

Document File Upload

To Attach / Upload File:

Steps to Upload a File:
Browse to the file location by clicking on the "Browse..." button
Uploaded source file name can not contain any special
characters. (except dash, underscore, slash, or period)
Type a unique name in the "Document” field for easy identification.
Click the "Upload or Delete File” button.
Do not upload ".docx” or ".xlsx" files.

(Save "doce""xIxs" files as PDFs then uplosd the PDF fils.)

To Delete a File:

Only the person who uploaded the
file can delete the file.

Click on the checkbox next to the
file to be deleted.

Click on the "Upload or Delete File”
button.

Source file

" F—
il e 4
Document {short descriptive name): Upload or Delete File

No data found.

2. | Navigate to the location on your | The desired file name appears in
computer or agency network the file list window.

where the file is located. Note: Your window may look
different based on the file list type
you have selected.

M Desktop »

Organize v New folder
43¢ Favorites =t L Computer
M Desktop O 5t Folder
I Downloads Adobe Acrobat @ Pro
5] Recent Places E%Q Shortcut
KCPC L e 195k8
_Applications S5 Microsoft Office Project 2007
X | shortcut
3 APPS (G)
31D (R)

4 Libraries
%] Documents

) Shortcut
\ Safari

& Music I@ Shortcut

&) Pictures & 2428

B Videos Gribbles.PG emet Explorer
IPG File YD shorteut
524 KB @7 138k8

4 Computer
V&L OS;ISK(C‘V <[5 Mep item blocks New Test Users in Production./PG <

File name: GribblesJPG ~  |AllFiles ()

[ open [ conce |

Continued on next page
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Attaching/Uploading Files to a Web Applications Form, continued

How to

continued

Step

Action

Result

3.

Click on the file to upload.

The file is highlighted.

4.

Click on the Open button

The file name appears in the Source
file field.

Enter a short descriptive name
in the Document field.

There are no character type
limitations for this document name.

Document File Upload

To Attach / Upload File:

Steps to Upload a File:

Browse to the file location by clicking on the "Browse._ " button
Uploaded source file name can not contain any special
characters. (except dash, underscare. slash, or periad)

Click the "Upload or Delete File" button.
Do not upload " docx” or " xlsx” files
(Save "aocexixs" files a3 PDFs then upload the PDF file )

Type a unique name in the "Document” field for easy identification.

To Delete a File:

Only the person who uploaded the
file can delete the file

Click on the checkbox next to the
file to be deleted.

Click on the "Upload or Delete File”
button_

Source file

File size limited to 100mb!

Document (short descriptive name). piaq of Care|

Upload or Delete File

No data found

Click on the Upload or Delete
File button.

The source file is uploaded to the
KDADS file server, and is attached
to the application form.

Alink to the uploaded file, along
with other information about the
file, displays in an 'attached files'
table. Any files that are uploaded to
this application form will also
display here.

Source file

N fle seleces

File size limited to 100mkb!

Document (short descriptive name):

File{s) Uploaded D2/13/15 02:58:47 AM

Upload or Delete File

F18201_POC

Plan of
] 1-20_pdf

376047

031312015

085547 am USER NAME

Updated 03/12/2015
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Attaching/Uploading Files to a Web Applications Form, continued

Important If the source file you are trying to upload contains invalid characters in the file

Note name, you will receive a message when you attempt to upload the file stating
the file has been deleted. The file will not be uploaded and you will need to
rename the source file before attempting to upload it again.

underscore, slash, or period) '
Type a unigue name in the "Document” field for easy identification.
Click the "Upload or Delete File™ button.

@Source file . .
FETEKEI003IETEDIFG < Invalid source file name
DELETED UPLOADED IMAGE! . .

02/26/2015 09:29:43 (# used in file name)

File size limited to 100mb!

Document (short descriptive name): |Elad source file name

Upload You can upload multiple files to the same form. Repeat the previous steps for
Multiple Files  each file to be uploaded.

When all files are uploaded, you can continue with the rest of the form, or if
the form is complete and saved, you can close the form.

Updated 03/12/2015 53-44



View / Delete Attached Files

View an
Attached File

After you have attached a file to a form, you can view it to confirm it
uploaded successfully and is accessible.

Step

Action

Result

1.

Click on the file name link in the
attached files table.

You may be prompted to either
Open or Save the file. Choose
Open.

Depending on your browser
settings and the type of file that
was uploaded, the file will open
in a browser window/tab, or in
the application it was created in.

After viewing the attachment,
close the window/tab or the
appropriate application.

The Attach/Upload Files page
redisplays.

Delete an
Attached File

If you discover you uploaded the wrong file, or you decide you no longer need
the file for the form, you can delete it.

NOTE: Only the user that uploaded the file (the name in the Add User
column) can delete the file.

Step Action Result
1. | Click on the check box under the
Delete column in the attached
files table.
ame} " Upload or Delete File |
= {~]
2. | Click on the Upload or Delete The attached file is deleted from
File button. the form and the attached files
table.

Updated 03/12/2015
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